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ABSTRACT 

One of 12 in the secretarial/clerical area, this 
booklet for vocational instructor contains a job ^description for 
educational office personnel, a task list of areas of conpetency, an 
occupational tasks competency record (suggested as replacement for 
the traditional report card) , a list of Industry representatives and 
educators involved in developing the project, and statements of 
competencies and a separate comi^etency record for the area of human 
relations and personal development. Job duties listed for the 
educational secretary/clerk include responsibility for various 
details of school operations, typewritten and telephone 
communications, recordkeeping, filing, public relations and staff 
services, equipment and supplies, and mail and reprographic services^ 
Areas of competency in human relation's and personal development 
iiicludo communication, self-development, personal appearance, office 
attiti:ide, social and business etiquette, and job-seeking skills. 
Statements of competencies may be graded at either the secondary or 
postsecondary level, and the competency records are intended to 
follow the student through vocational training at both levels. Tasks 
in the task list are cross referenced with those in the booklets for 
other secretarial/clerical jobs. (HF) 
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ClOSS RMIENCE SYSTEM 



!IIMt Uflts in the secretarlal/elerlcal area include:' office Berrlces aid, typist, general 
office/typist, reseptionlet, secretaiy/non-ihorthand, secretaiy/abortband, educational office 
penonnel,. medical secretary, .legal secretazyKidBiniitrative aasiBtanV correspondence. Bpeciallst) 
correspondence supervisor, and data entiy operator. All Task Lists contain an add-on list of 
human relations/personal development qualities desirable for graduates seeking secretarial/clerical 
positions. ' 

The task lists for office services aid, typist, general office/typist, recjptionist, secretaiy/non- 
sbortband, and secretaiy /shorthand are referred to as "GENERAL" secretarial/clerical lists and all 
additional lists are referred to as "specialized" lists. 

The * and the numbering; syston is the key to cross-referencing for the specialized lists. The 
specMized li|^^^^ the lists for typist, ge neral offic e/typist, receptionist, 

retatyTnon-shorthandV and"8ecretKy/sloSEan3.;nffiM irsometHnTo^ 
that is not on the general lists a * appears. The position of .the * indicates the level of 
change made in the AREA OF COMPETENCY, !Qie Statement of 'Competency, or'the Task. For example, if 
the * appears before the AREA OF COMPETICY the^ entire AREA OF CCNPETENCY is nev. If the * 
appears before a Statement of Competency or Task then only that Statement or Task is new,. If the 
* appears before a vord then only that vord is nev, or different, It may be necessair to refer to 
;^ more than one general task list vhen comparing' statements of competency. 



Hbe Task List for Data Entiy Operator is not referenced to the general lists because the tasks 
are unique in that area and need specialized training. The Task Lists for Correspondence Specialist 
and Correspondence Supervisor are not referenced to the general lists because tasks in these areas 
are applied to a vord processing/correspondence center and the procedure for ccapleting the tasks 
is different trm the tasks In the general lists, ^e Task List for Correspondence Supervisor 
is cross-referenced as an add-on to the Correspondence Specialist Task List; 
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INDUSTRY RECOMMENDATIONS 



EDUCATIONAL OFFICE PERSONNEL 

I. • 

InduBtiy representatives have nacie several suggestions to students vho will seek employment 
upon completion of this occupational program* These suggestions are general in nature and 
describe the kind of individual vhom they wish tc hire« A competent worker is one vhb sat- 
isfactoriplly perfoms the tasks listed in this document and one vho is mature and respon- 
sible. It is important that an employee have a positive attitude toward vork and that he/ 
she continues to learn on the Job*' 

One vay an employee continues to learn is through reading articles in professional Journals 
and publications. It is very important for a person employed in an educational office to 
inteUlgentlfSlIcatrro'e^^ 

The employee vho is an asset to the business assumes responsibility for communications (both 
written and oral) that leave the office. This includes using correct grammar and punctua- 
tion, spelling words correctly, and proofreading carefully so that neat and accurate cor- 
rections are made. Accuracy and confidentiality are extremely important in educational 
occupations. 
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JOB DESCRIPTION 



Educatlond Office Personnel " 

o 

Other common Job titles which graduates may have Include: 
-Educational Secretary/Clerk and Secretary to School Management 
Personnel. 

Educational office personnel are responsible for many details of 
school operations and they perform a variety of tasks 
ranging from those that are routine in nature to those that 
are very specialized. He/she must be a veil trctlned office 
vorker vhile applying secretarial-clerical skills in an educa- 
tional environment. 

He/she m\ist be able to demonstrate, a pleasing personality 
vhile vorking with teachers, school staff, students, parents, 
and the general public. 

Graduates of the Educational Office Personnel Program vlll 
be qualified to find employment in elementary schools. Junior 
high schools, secondary schools, private and public schools, 
vocational centers, vocational-technical schools, universities, 
libraries, ai.d central administrative offices. 
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TASXUST 
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The followlM Ta sk Hit dm vou, thi vBeittonal Initructor. rtcononendatlons about 
what your studm ts should be abla to do when thev take a job as an EDUCATIOHAL OFFICE 
PERS0NN21. It was develojfed by a working conittee of secretarial/clerical Instructors 
and Industry representatives throughout the state of Hlnnesota. 

The Task list on the following pages Includes the Tasks and the AREAS OF COMPETENCY 
recomended for a graduate of the E&c^tlonal Office Personnel Occupational Prograu. 

As you utilize this task list, you will need to continue working with your local 
advisory comnlttee and with other Instructors In your geographic area. Judgments 
must be made, by you, concerning the aaount of tloe to spend In teaching various 
tasks, the conditions surrounding the perforaance of each task and the performance 
level for each task that will be acceptable, 



M^eolional Offiei P«6nnil 

• mm 

AREA OF COMPErmav mB^inTEN COMMUNiaTIONS 

n. A. !I^8. teatlonai sorrespondeifce tmi typed roii^ draft, haoMtten rou^ draft, 
verbal InBtruction, 'Asz^al dictation at the typewriter, maehihe trBoeeriptidn (op- 
. tlonal), iDfomatiOD cODpiled and coiqioaed at the typevriter, and shorthand note 
transcription (djitional) 



1 ' ' , 

1. types business letters in several styles including any of the fbUoving featursv 

a. attention line ' 

b. carbon notations 

0. "school name in closing ' 

d. enclosure notations' 

e. ; listed' materials 

, f . nailing notations 
- g. noltiple page headings 
h. postscripts 

1. quoted iitaterial . ' ' 
' ^ reference initials 

k. special closings 



* The position of the * denotes the scope of the change made In the task, the statement 
of competehcy, and the area of competency. Qiis taak list is referenced .to the task lists 
for typist, 'general office/typist, rec^tipnisti seeretary/non^hbi^h^, 'and secretary/ 
shorthand. . If the livediatejy precedes t vord, then only that M .has^ been changed as 
compared to the five naned task: lists . I| the *' iioediately precedes the AM 07 COl^ 
FETERCY, a nuaiber, or a letter, then the entire area of concern has' been changed. / 



1. special-sized statloneiy 

(1) executive size 

(2) half size 

(3) legal size 
metric update 

nil statistical date in tabular foil 
n« subject line 



2. types addresses on envelopes 

a. addresses for vindov envelopes 

K Miling address (including ZIP Code) 

c. nane above printed return address 

d. return address 

e. special notations 



*3. types interscbool meisoraDda 
■ a. plain paper for duplication 



*\* types miscellaneouB. business letters 

a. thank you notes 

b. refen*'jl notes 

c. follov-up letters „ • 

t , 

IV. B« !I^es i&ultlple copies of genei^al business forms, that are pertinent to the specific 
"organization' tror. typed rough drftft, handwritten rough draft, verbal instruction, 
verbal dictation at the typewriter, machine t|an8criptlon (optional), infomatior ^ 
compiled and composed at the typewriter, and ^phorthand note transcription (optional) 



1.. types general business forms 



^ a. UUsofladiag 

. b. credit neinomduiis 

Ci flnaocial reports 

d. Insurance fbris 

ei Invoices 

f. purchase orders 

g. purchase requisitions 

h. statements of account 

i. voucher checto 
J. vouchers 



|V. C. !i;^e8 niscellaneous nateiiial froi! typed rough draft, handtfritten rough draft, ver- 
bal instruction, verbal dictation at the typewriter, machine transcription (optional), 
' infomation compiled and composed at the typewriter, and shorthand note transcription 
(optional) 

% ■ ' ■ ■' , . 

' 1. types miscellaneous material ^ 

a* address, file 'folder, file draw«. labels , * 

' b. index cards ' ' 

, c. 'form letters', form paragraphs, and fill-in information 

' d. lists (e.g. mailing) , . -v ; 

e. sunaiy of minutes of meetings or conferences 

f. -omit- <■ 

g. postcards, i 

h. meeting agendas . r " 

i. daily vork schedules 

j, manuscripts / ' 

k, personnel forms . 

1, veicpense' reports 

it -omit- ■(' • ' 

n« itineraries [ 

0. other materials pertinent to the specific business 

*p, inventory 

% news letters and brochures " 
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•r. payroUreiwrtB 
*8» speeches 



I. D. -onlt- 



I. E. !I^8 or prepares copy for reproduction 



1. ' types and »prepare8 offset fiasters 

2. types n&sters for photo reproduction 
*3. types and prepares nioeograpb stencils 

types and prepares fluid duplicator masters 



IV, F. Types correspdence, records, reports, forms, and Discellaneous material from: 
typed rough draft, handwritten rough draft, rerhal instruction, verbal dictation . 
at the typewriter, machine traoacription (optional), information compiled and coor 
posed at the typewriter, and shorthand note transcription (optional) with carbon 
copies - ^ ' , 



1. types materials with .carbon copies 

a. to nail 

b, •for school file 



I. G. Proofreads and makes neat and accurate, corrections of typed material 



1* malLes corrections on 

a. copies typed with fabric ribbons 

b* copies t]fped with carbon ribboni 

c. carbon copies ^ 

d. offaet masters/, 
*e. stencil nasters 

9^. A^Ji MlfttM 



*!• H, ' !iype9 Bccurate educational records, educatloDal reports, and educational forios front 
typed rough draft, handwritten rou^, draft,- verhal Instruction, verbal dictation at 
. the typewriter, machine transcription (optional), infonnatioD conpiled and conpoeed. 
at the typewriter, and shorthand note transcription (optional) 



1. types records, reports, and foms 

a. locker key lists 

b. honor roll lists 

c. accident report forms 

d. contracts 

(1) teacher ■ •• 

(2) bus 

(3) other school personnel 
e« school handbooks 

f . school lunch menus 

g. student enrollment foms 

h. drop/add sheets , ' " 
1. class lists 

'3, state high school league reports <. 
k, programs for athletic events 
1, student transcripts 
m. student peimnent i;.ecord 
n.: iiudgets ,. 
■ 0, school calendar ' 
..p, "input sheets for computers 

q. daily announcements y ' 

r. dally or weekly bulletin ■ 

8. schedule of coming events 

t. news releases for local news media 

u, personpel records ' ' . 

vi: salary' Schedules 

V T 

I 



w. financiaLL reports 

X* federal program budget 

annual transportation reimbursement reports 

z. bxas driver qualification reports 
aa« research proposals for federal funding 
bb« questionnaires for data collection 
cc* student financial aids reports 
dd« student tuition fonns 
ee« student work study forms 
ff • forms /reports for federal programs 

(1) Title I 

(2) Title II 

(3) Title III 
(k) CETA 

(5) others 
gg« census reports 
hh« report cards 
11* dally absence reports 
JJ« pupil accounting reports 
kk« teacher class schedules 
li« room schedules 



AREA OF COMPETENCY: COMMUNICATIONS COMPOSITION (OPTIONAL) 

I* A* ConqKDses business and ^educational letters under direct supervision , 

1* composes business and ^educational letters under direct si;{>ervision 

a* requesting information and/or services 

b* e^qpressing appreciation 

c« supplying information 

d, responding to bontplaints 

e« declining a request , 

t. acknovledglpg corr^spqpdence 2^ 
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g. expreiBlng'^ccaptance "■ " 

b. requesting pa^t 

1. glTiog confimtloD 

j. expresslDg condolence 

k. extending congratulations 

I.B. Coaposes buslnees and infonational reports under direct supervision 

I.e. Coiposes and/or editi other materials under direct supervision 

1. gives dictation (such as to a correspondence center) 

2. edits letters dictated \sj others 

3. edits nsnuscripts prepared h7 others 

li. proofreads typewritten/handwritten copy (very Ifflportant) 

% prepare^ articles, announcements, nevs releases, font letters, and cover letters 

6. prepares audio and visual materials 

T. collects related materials from several reference sources 

*8. designs husiness forms 

•9. prepares election hallots 



AREA OF -COMPETENai RECORDS RUNG AND MANAGEMENT (VERY IMPORTANT) 
n.A. ilaintains the currently used filing system 

1. coder documents fo; filing 

2. adds nev folders 

3. locates and retrieves documents ' 



re files dociunents thjat have been removed , 

a« single pieces in file folders 
^b. entire file foldpr in drajrer 
3« searches for missing and nds'^laced materia 
6:« maintains records of materials taken out of the files 
7* follovs-up oi;;! rele^ed materials 

- ■ /'i 

Revises files to keep them current 

!• follovs employer's directions for retention and disposal 
2« follovs qffice procedures for transferring files tp :inactive files 

Cross-references documents and prepares cross-r^sf erence materials 

Maintains index files 

Maintains "tickler" files for follow-up responsibilities 

- .. ■* ■ ^ . 

Maintains "work in^ progress" file 
-omit- 

-cmit-;' ■ 

Determines recordkeeping needs and suggests a filing system 

Establishes and sets up a filing -system 

1. requisitions necessary equipment acTd si;9plies 

prepares folders and guides 
3» files documents 
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P«B\ OF COMPETENCY, PUBUC RELATIONS AND STAFF SERVICES (VERY IMPORTANT) S 
•A« Screens perBohs irtio entw the offlcie or ^building . ifeil 

. • • • ■ ■ " ■■ ■ ^ ' : - ■ ■ 

.I. Bcreezie vieltors In compliance vith conpany/lnstitution seciirlty policy 

2. makes visitors coinft>rt«ble 

3. gives apprpprlato Information to visitors or answers questions a1}Out Aih«r^^ 
. needed infOiiMrtlon can "be obtained , ®M 

: ' ^*.r/escorts iidsltors to appropriate of lice area - ^ /i?"^ 

5. makes' Introductions' ^.r ^ 

6* delivers oral or vrltten messages from visitors to proper persons \ 
handles buslneso cards 

^y, o. -omlt- 

9. -omit- 

!• B. Manages appointment infozioation 



m 



1. schedules appointments 

2m records appointment and keeps appointment book current 
3* reminds persons of appointments 
h. records cancellations and *^no shows** 
maintains guest book 



AREA OF COMPETENCY: OFFICE FUNCTIONS 
A. Keeps the reception area in order 

• - ■ 26 ' 
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B* Operates intercom system 

i» C* Maintains a bulletin board of announcements, news, etc. 

D« Maintains employee information directory 

Si E. Writes/prints legibly 

lli- F. Arranges and/or conducts tours 

. , . . 

G, Administers first aid (Optional) 



|ARE^UC«FJC(MIT^^ : 
I, JL. Handles attendance procedures (Very important) 



1, collects attendance slips 

2, makes entries in attendance register 

3, checks entries to be sure days absent and days present equal total days 
k» issues and collects make-up slips 

5, distributes daily absence reports 

6. * issues student passes 



I. B. Handles hot lunch procedures 



1. sells tickets 

2, collects money 

ERIC 3* P^^^*^ tickets 27 



k. counts heads 

orders products 
6m accoimts for student help 



!• C; Assigns student lockers 

!• D« Maintains cumulative folders 

1. E. Distributes*^ collects and maintedns records of keys 



AREA OF COAAPETENCY: OFFICE EQUIPMENT (VERY IMPORTANT) 

II • A, Maintains office equipment 



1, changes etiuipment ribbons 

2. clesns office et^uipment 

3* recommends services on equipment 

k. handles service calls on equipment 

5* handles routine maintenance of equipment 

6. makes minor repairs on office equipment 



II, B* Selects and keeps equipment current 



1* prepares requisitions for equipment 

2. maintains records of equipment inventory 

3* determines requirements for equipment . 
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AREA OF COMPETENa> *SCH00l SUPPIIES/OFFICE SUPFIIES (IMPORTANT) 

IIIiAi HaintaiDB and keeps up to date personal, office inventory of supplies, 'and 
school inventory 

1. detemines rei^uirenents for personal supplies, office supplies, 'and school 
supplies < 

2. prepares requisitions or requests 

3i maintains and checks inventory records to detexnlne if nlninuiii quantities of 

8\$plies are on hand ^ . 
X orders and obtains supplies as needed fron suppliers 
% checks inconing supplies vlth packing slip or Invoice 

6. unpacks stores Incoming supplies 

7. maintains suppliers contact file 

8,, ' distributes M controls office supplies and 'school supplies 
' , 9* prepares purchase orders 
10, -omit- , , . . 



AREA OF COMPETENT MEETING/TRAVEl ARRANGEMENTS (VERY IMPORTANT) 
IX Makes travel arrangements (lotportant) 

1. plans a schedule using 

a. travel agency 

b. printed schedules from transportation coo^anies 

c. -omit- ' \ 

2. coD^ses, types, and nails letters of reservation 

3. purchases and/or prepares tickets 

\, prepares materials for employer's briefcase 




5* preptreB itinerazy 

6. makes and conflzna transportation resemtlona 

7« . makes and conflnns hotel and ootel reservations 

6« o1]!tains necessaiy trarel funds 

9« , coBplles and types expense reports 

10« maintains telephone and mall digest for absent en^loyer 

•ll. arranges transjportatlon for, field 'trips 



1. contacts speakers 

2. mails or distributes notices and specifics regarding location of meetlnj 

3. schedules meeting times 

..\ sends confirmation notes ^s reminders of meetings 

^. makes and hotif les participants of changes or cancellations of meetings 

6. reserves meeting room and errands for refreshments 

7« prepares and inspects meeting room for arrangements and equipmer/'^ 

8. processes registration for conference participants 

9« assenhles needed materials for use during meetings 

10, prepares agenda for meetings 

"11. attends meeting and reads minutes ^ . 

12. attends meeting and takes minutes 

13. distributes the typed minutes in person or by mail 
*1^. submits copy of minutes to local nevspapers 



Schedules meetings and/or conferences (important) 



AREA 



OF COMPETENa: TELEPHONE COMMUNICATIONS (VERY IMPORTANT) 



I« A. 



Ansvers incoming telephone calls 



1.' uses single line 
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2. uses multiple line 

3* transfers calls to correct departi&ent or person 

K screens Incbnlng calls 

% answers Iniiulrles posed ^ telephone callers 
6. ' records telephone nessages (date and tine) 

T« requests conplete Infonaation to stake return calls 

6. delivers telephone nessages promptly 

•9i uses switchboard ^ ^ 

I. B. Places outgoing telephone calls 

* 

L places local calls ' ' 

2. places long distance calls * ^ 

a. direct distance dial (ddd) ' ' 

b. person-to-person 

c. station-to-station • , ' 

d. collect 

e. credit card 

3« places calls using specialized telephone services 

a. conference calls 

b. overseas long-distance calls 

c. -omit- " 

d. specialized long-distance networlis , such as VATS 

n ■ ... 

^ ■ 

Ii C. KLaces outgoing and receives incoming calls using specialized telephone equipment 
(Optional) 

1« 'Operates speaketphone 
2, operates picture phone (optional) 

32 



3. u^eB bell-boy service (piger service) 
1). uses cird dialers 
5i "Oait- 

5| )* ■•ODit" 



I» D, Finds needed infoziation by using the telephone directory 

1. ^ uses the Vhlte pages 

2. uses the yellov pages 



I. h Maintains internal telephone records and checks then against billing 

1. keeps list of frequently called nuibers current 

' 2, records long distance calls nade ' ^ 

3i reninds enployer to return calls , 

k» checks bill tnM telephone coipny vith record of long distance calls made 

% subnits nonthly reports 



Fi -onit- 



*I. G, C&Us^parents of absentees to ascertain reasons for absence 

AREA OF COMPETENa MAIL (IMPORTANl) 

■III A. iieceives and processes inconing nail ' 

1* collects nail fron post office or nailing departnent (optional) 

2i. sort^ unopened inconing nail for delivery to departnents or individuals 

, f &• "Olllit- ' 
If -OBlit- . 



3i tends torn or daiaaged mall. 

^1 prepares and attaches a routing slip 

5> delivers Incoming mall to proper persons or departnents 

6, nakes notation In mall reglstei*' 

T« signs for packages received fion shippers or OPS ' 

8. pays for packages received COD 

9. deteniines disposition of Inadequately addressed nail 

10. opens Incoming huslness mall, sorts' contents, checks enclosures, tine/date 
. stamps ' ■ " ' . 

U. attaches pertinent Information to incoming mall 

12, makes filing notations and/or calendar notations 

*13. unpacks and checks in teachers orders to make sure they agree vlth. Invoices 

6. . Prepares outgoing mall 

1. collects mall from other offices or departments (optional) 

2, folds and stuffs envelopes for mailing ■ . . 
3i addresses envelopes for mass mailings 

dicides on least expensive and/or most deslrelle method of communication 
or delivery „: 

5i processes outgoing letters and packa^jes requiring special handling and/or special 
rates 

' 6, processes bulk' mailings 

7i prepares and sends telegrams, cablegrams, or mallgrems 

8. prepares, updates, and checks Eillng lists 

9f operates a postage meter 

10. records use ofpostage meter in' "Meter ted Book" i 

11« takes postage meter to post office to be refilled (optional) 

12« operates a postage scale to deteniine correct postage 

13« attaches correct postage 

111 vraps packages for mailing 

1^1 writes zip codes on Incoming or outgoing mail 

l6, files return receipts from registered or certified mail , 

17* insures mail . . 

l8. registers mall • 



m. OF mma, mwm m& m\mm. 

n* At '8upervlB68 and/or creates needed copies 
1. Operates duplicating eqirlpient 

a. offset" 
• bi copier 

*c. nineograpb 

•d. fluid duplicator ■' 

. 2, collates nat^als 

a* lauually 
' b* by machine 

3* binds materials 

/' a. manually 

b. by machine / 

\t folds pages 

'a* nsnually 
b. by machine 

* 5. proofreads to insure accuracy 



I* Bi Hskes decisions sbout reprographic needs 
1« decides vhat materials need to be copied 

2. decides on the least expensive and/or most desirable method to^ duplicate materials 

3. makes arrangements to have materials duplicated 



AIEA OF COMPmi NUMBIICAl DATA mOflAl^^ DISHIICIS^ 

IMK)rAlff-4MAU Din 
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*I*Ai Motiins cash funds 

. li olitains checks to estAlish or replenish cash fluids 

2, nakes paints froitasb funds 
' prepares vouchers for money taken out or received^ 
records cash entries In a Journal or check register 

5. prepares cash reports' «■ ' 

it reconciles cash funds 



It Bi -omit- ' . I 

liC. Prepares payroll 

*1. dlstrihutes U Forms, FERA, M, and membership application forms to nev 



2. maintains personnel records 

3. prepares time cards for employees 
K computes payroll 

a. tlmevorked 

' *(l) , basis of experience/credits 
*(2) number of years 
»(3) extra duty 
•W overtime 



computes city, state, or federal taxes'uslng printed tax' tables 
6. records time, eamlngs, etc., on ei^loyee's earnings record ' 
Ti prepares payroll checks 
8i distributes payroll checks ; 



9* coapllflB moll infomtloa to prepire apldytr'i guirtafiy mh 
.taxfqnm 

10, prepares and laili pisfroll tax reports 

11, prepares and mails/distributes end of year ^rts (V-2 hm) 

12, keeps records of vacation tine 

.13* keeps personnel recede qf sick leave 
•iW-coipiiteBjstthdttf ' ann^^^^^ 

health' insurance)' snliitfaer-de^ 

•15. prepares,4ii8rtafly feacher reliirewnt report ^ 
•1{. prepares quarterly social security for 

a. ; P.E.U]Uiiibers'(PubUcfi^^ ' 
- teadher retirement mesibers ' 

% prepares monthly P,EiU. and T.E,II,A, reports 

k- . * ' . 

D, Naintaitis checking account /' 

L prepares receipts for incoming .cash 

2. endorses incoming checks for deposit 

3. prepares bank deposits from incoming cash ' 
K mi&i aoDunt of dejibsit in checkbook 

enters deposits in journals or check register 
6, takes deposits to bank according to 'accepted procedure - 
?. prepares checks 
8. uses checkprotector 

9i enters checks written in journal or check register 

10. reconciles bank statements 

11. files cancelled checks ' 

12. sip a check signature card to sigQ checks 

13. signs checks (optional) 

lk» purehases'special checks^ from the bank 

: \ . ' ■ ' ' ' 

a. certified , ' 
• b. bank drafts, 
Qt Bon^ orders 



I. E, 'Handles payment of bills and stateients : 

1. v checks accuracy of source dociients ' * . - 

2. verifies items and checks accuracy and figures on sta'eiients 

3. calculates discounts . . 

. \ -OBjlt- ' , 

3* records on the invoices or statements the date paid, check number, initials 

6. attaches stubs of bills to checks and presents for signature 

7i files invoices/statements marked paid' 

*8. codes forms, bills, statements, etc* 

*9i determines- vhich invoicea are due 

•10, prepares claim sheets : ■ 

•11, attaches vouchers to bills ■ , 

a. code number 

b. amount of each code 

c. total of invoice ' ' 

I« F. Maintains accounts receivable records 

1« calculates accounts receivable from ^source documents to keep customer ledger 

cards current 
2. prepares billing for accounts receivable ^ 

' a. makes a copy' of the bill 
b. mails the bill 

• 3. -omit- 

• files bills afterpayment 

It :G, Maintains accounts payable' records 

' 1« calculates etccounts payable from source documents to keep accounts payable records 

current , 
2, records payments 



I* Hi Haiatains journalB 

I« prepires purchase orders, iDTolces, ^vouehers, receipts or other source docunents 
to record in Joiffaale 
' . 2, records data in Journals for finaDcial statsMots 
3* prepares periodic trial balance of the hooks 

' ■ , * 

I. I* -omit- * ' . 



It Ji HJIIlit* 



*I. K. Prepares financial reports " ■ 

1. monthly reports for school hoard 

2. reports for State Department . 

•I. L Keeps records of credits and/or collectionn 

1* student tuition 

2. lab fees 

3. key deposits 
I. hook fees 



*I, M. Keeps necesssiy investments and insurance records for the school or office (under 
supervision) 

,1 ■ 

li proceskes securities (stocks ( bonds), real estate, and Insurance premiums 
2, coiputes interest ' 
3* calculates and records all incoie received 



\t makes premiiB psynents 

5t keeps records for tax purposes 

'"' a. sales tax 
b. real estate tax 

6. keeps files current 



*Ii h Keeps necessaiy records for reports and report preparation, 

1, keeps records for •. . 

. a. lalleage reports , 
b« nslntenance reports > i 

a. contracted services vhere Federal and State reporting is required for paynent 

'*Ii.O. Prepares necessary State and Federal funding forns^ 

*I. P. Maintains activity fund ledger 



*I. Q. Maintains school district's books 

1. keeps clerk's records up to date 

2. keeps treasurer's record up to date 



Ri ' ConpUes results of surveys 
' 1. coK^iles surv^ results for 



a. census 

b. nev prograii proposals 



i.: 



d. 



student f oUov-iq) 
Induatrial labor survey 
student enqplqynent opportunities 
federal or state requests 



Prepares miscellaneous reports 



Im calculates equipment depreciation 

2. prepares vbrlmen^s compensation reports 

3* prepares xmemplcyment conqpiensation rei>orts 



OF COMPETENCY: 'DATA PROCESSING (VERY IMPORTANT) 

Fills out forms for input data for computer 

Makes corrections on input sheets for conqputer 
Prepeu^^s input from source documents 

Uses coD^uter printouts to obtain required information to prepare proper forms 
Checks source documents against computer printouts for acciuraoy 
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"AREA Cit COmm REFERENCE MATERIALS (IMPORTANT) 



ni.A. Uses general reference materials to look up apellinft, pronunciation, definition of terns 
compose, edit and aid in research 



1. uses general reference materials , 

a. office or •school's procedures manual 

h. dictibnaiy 

c. telephone directciy and yellov pages 

d. quick reference vords manual 

e. thesaurus 

f. outside agencies (both internal and external to the profession) 

g. city directory 

. h, postal mual 

. i, ZIP Code directory . > 

J. secretaiy's reference manual 

kV company files 

1, past records 

m. vord, division manual 
n, ' equipment operator manual' 

0. library : ' . 

*p, hotel and travel" guides • 



I, B. Maintains tsupervisor's reference library 



•I. C. Uses reference materials specifically for the school office employee to look up 
• .spelling, pronunciation., definition of tens, compose, edit and ^d in research 

1. uses specific referoice materials 



a. iiipply catalog for ^Initructori 

b« manual for Mim, Financial Accounting lor Ninneaota School Diitricti 

c. sM procedll'iiAual ' 

d. school of fice fbci(hi^ / ^ 
a. school Mcretaiy'i handbook 

f. school diitriets master labor contract 

g. Pile 11 Right-Pind It'Ulght 



'AREA OF COMPETENai WORD PROCESSING/COitilESPONDENCE SKillS lOPIlONAU 
I. Ai Ferfoms logging-in procedures for vork received in recorded fom 



1. 'renoves media froi recorder . " ^ 

2. places clean aedla on recorder vhen necessaiy j 

3. completes log sheet and attaches media removed' from records]^ ' 

Si records time dictation vasjeceived 

I. places media and log sheet' in hold folder according to "vbrk in progress" ' 
procedures 

I, B. Performs logging-ln procedures for hard' copy 

1, completes log sheet and attaches to hard copy 
a, records time coiy vas received ' . 

2. places hard copy and log sheet in hold folder according to Vork in progress 
'procedures 



• I. C, , Performs logging-in procedures for stored copy i 

St 

. , li selects needed materials from stored copy file 

' • • 2[ completes log sheet indicating amount of vork and .time of completion 

i' ■ . . 

,' ■ "i ^ I 

Iv D. Files, locates, and retrieves or plsys M stored documents (magnetic media and 
typevritten copy) in procedure vith^the currently used filing system , 

I, E. Codes documents for filing by assigning code numbers and author's nam$ or number 
accprdlng to the system used 



I. F. Retains completed magnetic' output media for a predetermined number of days 

ft 

I. G. Keyboards on magnetic keyboard from recorded media, hard copy, or stored documents 
and produces final copy as requesied , ' 



1, removes recorded media., hard copy, or stored documents from central hold 
folder or stored document file following the procedures used to obtain mat- 
erials needed for keyboardlng • 

' a. . indicates time and date picked up on log sheet 

2. keyboards materials obtained 
a, types copy ■ ' 

(1) rough-draft form^ 

(2) first-time-final 

(3) documents for permanent storage. 



3* edits and proofreads for playback in final fbra 



a. punctuation 

b. spelling 
Ct granar 

d. vord division 

e, format, 

1|. plays back in final form rough liraft, materials that have been edited for 
deliveiy of :final .copy 

5« uses line counter or specific office measuring procedure to determine amoi 
of work typed 

i, completes log sheet to indicate vork completed ,• ' 

a« indicates time completed ^ ■ :, 

b. ' classifies type of document vw-^".:; v ; ' 

(1) original 

(2) hardcopy 

(3) stored document , ■ ' . 
revisions 

, (5)' statistical 



c. determines amount of.vork completed 




(3) keystrokes 
W time 



(1) ., lines 

(2) pages 



1 ■ 



T. scans, erases, refiles, or returns. to user the transcribed 
stored documents as deteznined by center procedures . 

8. routes completed cd^ to vord originator 



media, 'hard ^copy, or 



r'; 



I. H. Keyboards on magnetic k^board variable Informtion vhen. playing back stored docuente 

li obtains stored docuoent according to center procedures 

2. plays back stored material and Inserts variable Information as needed 

3. edits and probflreads for accurate final copy 
ill measures vork 

5, completes log sheet 

6. completes copy and returns to vord originator for final approval 



III. Proofreads all typed 'material for accuracy 

I. J. Uses specialized reference materials for understanding of operations, procedures, 
and utilization of a vord processing system 



1. uses author's manual or book of: authorized users of the system 

2, uses secretary and dictator procedure manuals 



AREA OF COMPHENai MACHINE OPERATION 



I. A. 



Operates the standard manual typevriter to perform basic office duties 



I. B.- 



Operates the standard electric typevriter to perfow basic office duties 
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I. c. 



Operates ,the standard selectrlc typevriter to perfom basic office duties 



ERIC 
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I. Dt ' Operates the self-correcting typeirrlter to perfon basic office duties (Optional) 

1. 1 ppsrates the proportional spacing typewriter to perfop .basic office duties (Optional) 

. I. Fi: Operates the autonatic/pover typewriter to perfona basic office duties (pptional) 
Kind! ' 

■ \ • . 

I. G« Operates the Mey adding machine to pe^ori basic office duties 

I. H. . Operates the electronic display calculator to perfom basic office duties 

1. 1. Operates the electronic printing calculator to perfon basic o^ice dutie,B 

I. J. Operates the printing calculator to perfom basic office duties (optional) , 

It K« H)iiilt" \ 

' \ ' ■ ' ■ ' I ' 

I, L. Operates the transcribing machine to perfom basic office duties - 

; AHEA OF COMPETENCYt SUPER^SED WORK EXPERIENCE, OFHCE SIMULATION, 

STUDENT ORGANIZATIONS iOPTIONAU / 

IX Participates in supervised vork experience training (co-op/intemship) 

. ■ EOF 31 



Participates in a simulated office program 
Participates in co-curricular student organizations 



COMPETENCY RECORD 



The COMPETENCY RECORD that appears in this section is 
suggested as a replacement for the traditional report 
card. * It can be' used to give erployers, teacheriSf 
counselorSf students and parents Information about 
what each student can and cannot do. 

The COMPETENCY RECORD should follow the student through 
his or her vocational training In the secondary and/or 
the post-secondary school. The recommended grading scale 
is shown on the COMPETENCY RECORD. The COMPETENCY RECORD 
on the following pages Includes ALL the AREAS OF COMPETENCY 
recommended for a graduate of the Educational Office Per- 
sonnel Occupational Program. 
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OCCUPATIONAL PROGRAM: 



EdjicalionalOfficePirionnel oj Mi 



This cojiipetency record tells what the student, who is naned abov. , has demonstrated that he or she can 
.do, A graduate is oAe who has denonstrated coupetent performance of all the tasks designated for this 
occupational program. This competency record is to be used as an expansion of and/or supplement to the 
traditional report card. Student performance can be rated, at the secondary and/or post secondary level 



RATING SCALE ; 

5 - Performs task(s) with ability that consistently 1 - Is unable to perform„task(8). 
exceed (s) program minimum standards set for job 

entry level; very competent. ' T - Demonstrated ability' to perform task(s) at or 

' above job entry level by taking a challenge 

k - Performs taskls) at job entry level; competent. test. 

3 - Performs taskis) with periodic assistance. PtfPM - Actual production words per minute (PWPM) 

obtained by student. 

2 - Performs task(s) with constant assistance. 



SCHOOL(S) ATTENDED! [ ' DATES ATTENDED IN^RUCTOR'S NAME(S) 



VT'"'-' 't . ■ *, .(I'll « '"'Vii'.^.f/' 



IV.B, ; types adtiple copies of general, buslnesa foras that ate 
pertinent to the specific *organization fron; typed rough 
draft, handwltten rough draft, verbal Instruction, verbal 
dictation at the typewriter, machine transcription (optional) 
Inforaatlon coatpiled and composed at, the typewriter, shbrt- 
hand note transcription (optional) 



IV,C. 



Am 



OF COMPBIESCYi CTPEHRIWEN CCMHUNICATIOHS (VERY IMMM) 



IV.A. 



Types *educatlonal correspondence fromi typed. rough draft, 
handwritten rough draft, verbal instruction, verbal dlcta- 
tioo at the typewriter, machine transcription (optional), 
Infoimatlon compiled and composed at the typewriter, short- 
..hand note transcription (optional) 



TypW miscellaneous material from?, typed rough draft, hand- 
written rough draft, verbal instruction, verbal dictation at 
the typewriter, machine transcription toptional)j informa- 
tion compiled and composed at the typewriter, and shorthand 
note transcription (optional! 



I.D. -omit" 



LB. Types or prepares copy for reproduction 

IV.?. Types correspondence, records, reports, forms, and miscella- 
aeous material from: typed rough draft, handwritten rough 
draft, verbal instruction, verbal dictation at the type- 
wrlter> machine transcription (optional), Informatibn com- 
piled and composed at the typewriter, and shorthand note 




mm 





f 
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•. II 



MINIMDH 
PROra 
STANDARD 



"v ' — — 

I.G, Proofread and oakes neat and accurate corrections of 
typed material 



*I.H. Tjrpw accurate educational records, educational r&ijorts, 
and educational foras froi: typed rough draft, hand- 
written rough draft, verbal instruction, verbal dicta- 
tion at the typewriter, nachlne transcription (optional) 
infonoatlon compiled and composed at the typewriter, and 

flhnrthanH nntfl t;rnpffryf ,ptlon (optional) . ■ 

*»— draft p wpa ( pBpm minimum standard) for _ m autes ( 



SECONDARY 
RAIING YR.. IMSTR, 




POST 

RATING YR, IKSTR, 



w»5u y wpui V y wyw luuiAimiiu Bboiuiuu/ iwi oiaiuueo \ ilnUtes) ! Haclllh'^ tfAflflCflpClOIl "~ 

comments: (^^^ standard) for _ ilnutes (_ mlnutJs): Shorthand (Kind: ) taken at _wpto , 

(_j»pm mlnlfflun standard) for minutes (minium minutes) with_l X accuracy ( X minimum accuracy): Shorthand 

(Rind: ) note transcription at pvom f innniDlniiim standarTT 



'omments; 



AREA OF COMPETENCY; COMHDNICATIONS COMPOSITION (OPTIOSAL) ' 

I.A. Composes business and *educatlonal letters under direct 
supervision 












1 


















l.B," <;omposes business and informational reports under direct 
supervision 










< 






I.C, Composes and/or edits other materials under direct 
supervision 




1 
i 
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_0F COHPETESCY; RECORDS FILING AND MANAGEMENT (VERY IHPORTAH T^ 
tI.A. MalntalM the currently used .f<Hn|> syaten 
I«B. Revlaes fllea to keep them current 



MM 

STANDARD 



I.e. Cross-references documents and prepares cross-reference 
naterials 



I»D. Maintains index files 



I.E. Maintains, "ti ckler" files for follpwup resp onsihlllftPft 

t.F. Maintains "work in pro j^refls" fiU 

I I.C^ "oalt- 

I.H. -Quit- 



I.I. Determines recordkeepinj^ needfl and su j^eats a ft1in| | 
I.J. Establishes and seta up a' filing system 



RATING 



Coments; 



OF COMPETENCY: PUBLIC RELATIONS AND STAFF SERVICES 
(VERY IMPORTANT) 



■Screens persona, who enter the office or *hulldlnQ 



"ERIC 



I.B. Hanaf^M appolntaent Infonm tlftn 
CoBDentS! 



MINIMUM 
PftOGRAH 
STAKDABD 



SATING 




Coments: 



*AREA OF COMPETENCY; CLERIflAT. 





AREA OP COMPETENCY: OFPICE FUNCTIONS 


• • 






r 








i.A. Keeps the reception area In order 
















1«B. Operates Intercom aysten 
















I.e. Maintains a bulletin boaid of announcements, news, etc. 










1 




1 


I.D. Maintains employee Information directory 
















I.E. Writes/prints lef^ihly " ' 
















*I.F. knit^is and/or conducts tours 






1* 










*I.G. Administers first aid (Optional) 

















J 
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mm: 



I«B, Handles hot lunch procedure^ 



I.e. Assigns student lockers 



LP. Maintains cumulative folders 



I.E. Distributes, collects and maintains records of kfey s 



MINIHDM 
PROGRAM 
STANDARD 



SECONDARY 
RAmc YR, INSTR, 




Coments: 



AREA OF COMPETENCY: OFFICE EQUIPMENT (VERY IMPORTAN 


i r— 






II.A. Maintains office equipment I 








II. B. Selects and keeps equipment current / 









Coments: 



AREA OF COMPETENCY: *SCH00l SUPPLIES/OFFICE SUPfLIES (IMPORTANT) 



III.A. Maintains and keeps up tg date personal/ office inventory 
MjuDPlles. and *8chool inventor 



78 



75 



ERIC 



EOF 39 



MINIMDM. 
PROGRAM 


SECONDARY 







Conenti: 




( 

AREA OF COMPETENCY! MEETING/TRAVEL ARRANGMS 














\ 


I.A. Makes travel arraniteiiients (loDortapt) 
















ItB. Schedules neetlnes and/or conferences (Important) 
















Conents: 

1 

1 






• 




\ 
\ 


AREA OF COMPETENCY: TELEPHONE COMMUNiaTIONS (VERY 'IMPORTANT) 










• 






» 

I.A. Answers IncomlnK telephone calls 




1 












I.B. Places outgolnK telephone calls 
















I.e. Places outgoing and receives incoming calls using special- 
ized telephone equipment (Optional) 
















I.D. Finds needed information by using the telephone directory 
















lI.E. Maintains internal telephone records and checks them 
against billing " 
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NINIMDM 
PROGRAM 
STANDARD 


RATING 


ONDAR 
TR. 


INSTR, 


RATIN^' 






IJi -onit- 


■ _ ■ 








r ■ 1 
1 
















\ 






Coments: 

• 

J ■ ■ ■ . 

/ 

/ 

/ 

/ 




AREA OF COMPETENCY: MAIL (IMPORTAIIT) 




/ 

/ 

t 

t 

1. 




1, 








II.A. Receives and processes incoming mall 




1 

I 












LB. Prepares om>iu mail 




/■ .„ 






( 







ConaenCs: 



AREA OF COMPETENCY: REPROGRAPHIC SERVICES (VEK? IMPORTANT) 






} 








ILA. Supenlses and/or creates needed copies 
















LB. Makes decisions about reprographic needs ^ 






\ 
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m OF COHPETENCY! NUMERICAL DATA (QPTIONAL-URGE DISTRICTS, 
IHPORIANT-SHAIL DISTRICTS) 



>tiA; HalntalM cash funds 



LB. -oilt- 



I>C. Prepares payroll 



I.D. Malntalna cheeky account 



I.E. Handles paynent of bills and statenenta 



I;F. Maintains accounts receivable records 



r 

I>G. Maintains accounts payable records / 
I.H> Maintains journals 



I.I. -omit- 



I.J. -OBlt- 



*t.K. Prepares financial reports 



*I.l. Keeps records of credits and/or collections 



*I.M. Keeps^necessary Investments and insurance records for 
the school or office (under supervision) 




j 



a 

< 

• 


i i i 1 


■ SE 
RATING 


CONDAI 

VP 


HSTR, 


POST 
HATING 


' , ^ " 
YR, 


mm 


*I.N. Keeps necessary records for reports and report preparation 








* 








*I.O. , Prepares necessary State and Federal funding forms 










• 






*I.P. Maintains activity fund ledger 
















*I.Q. Maintains echoor district' 8 books 














K 


*I.R. CoDpiles results of surveys 














1 


*1.8. Prepares niscellaneous reports 
















Conents 

f 


• 




*m OF C0MPETE1IC7: DATA PROCESSING (VERY IMPORTANT) 










• 






I.A. Fills out forms for input data for coipute.;:'- 
















l,\ Makes corrections on Input s^ieetf for computer 
















I.Ci Prepares input iroll' source documents 










• 






I.D. Usee computer printer cs to obtain required Information 
to prepare propr forms 
















IiE« Checks source documents against computer printouts for ' 
accuracy 
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i" 


• MINIMDM, 
PROGRAM 
STANDARD 


SE 

RATING 


CONDA] 


RY 

1 INSTR. 


POST 
RATING 


SECO 
YR. 


NDARY ■ 
1 INSTR,- 


Coments: 

■ ■ ' • 








« 

I 


AREA OP COMPETENCY! REFERENCE MATERIALS (INPORTAUT) 




1 ■ 


■ 








in.A. Uses general reference to look up spelling, pronunciation, 
definition of terras, compose edit and aid in research ■ 




■ 













LB, Maintains *8upervl8or'8 reference library 
















*I.C, Uses reference materials specifically for the school. 

office eraployee tojook up spelling, pronunciation, 
definition of terras, compose, edit and aid in research 


■ 












1 


Comments: 


I 






• 




* 

m O: COMETENCYi WORD PROCESSING/CORRESPONDENCE SKILLS (OPTIOIIAL)' 














I. A. Performs logging-ln procedures for work received in recorded 
form 






\ 










I.B. Performs lojsRlne-ln procedures for hard copy 
















I.e. Performs lo8Kln2-in procedures for stored codv 
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I.D. Piles, locates, and retrieves or plays back stored documents 
I (iwgnetic nedia and typewritten copy) in procedure with the 
currently used filing avstea 




I.E. Codes docuaents for fUing by assigning code nunbers and 
author's name or nuni er accordlnK to the systen used 

I.F, Retains completed magnetic output media for a predetermined 
number of days 

I.G. Ksyboards on magnetic keyboard from recorded media, hard 
copyi or stored documents and produces final copy as requestet 



NINQUH 
PROGRAM 



LH, Keyboards on magnetic keyboard variable information when pfay 
ing back stored documents 



I. I. Proofreads all typed material for accuracy 



I.J. Dses specialized reference materials for undc standing of 
operations, procedures, and utilization of a word processing 



omments* 



AREA OF CQHPETJCY] r>"iPrE TO\TION 



^ LA. Operates i. standard tmnual tyjiewrlter to perform basic 
1 office duties . 



, SECONDARY 
RATING TR, ' INSTR. 




RATING 



YR. 
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» . < 


MINIMDM 
PROGRAM 

mm 


SEI 

mm 


CONDAI 
YF, 


lY 

INSTR, 


POST 

RAmo 


SECC 
YR, 


mm ' 

INSIR, 


I«B. Operates the standard electric typevriter to perfon basic 
office duties. 










♦ 






• 

I.e. Operatss the selectric tf ivrlter to perform bailc office 
duties 
















, I.D. Operates the self-correcting typewriter to perfori basic 
office duUtf (Optlonii ". 
















I.E. Operates the proportional spacing typevriter to perfon 
basic office duties (Optional) 
















I.F, Operates the automatic/power typewriter to perform basic 
office dudes (Optional) Kind! 












• * 


• 


I.G. Operates the 10-key adding machine to perform.'basic office 
duties 
















I.H. Operates the electronic J aplay calculator to perform 
basic office duties 
















I.l. Operates the electronic printing calculator to perfon 
basic office duties 
















I.J. Operates the printing calculator to perform basic office 
duties (Optional) 






• 


I.K. -omit- 
















I.L. operates tne transcribing machine to perform basic office 
duties . 











',,-J. 
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MiHm 

PROGRilM 
STANDARD 



RATINGjYR, INSTR, 



POSlf 



RATING 



YR, I INSTR, 



CoiiNntss 



AREA OF COHFETENCY: SUPERVISED WORK EXPERIENCE, OFFICE SIMULATION, 
■ STUDENT ORGANIZATIONS (OPTIONAL) 



I. A. Participates In scipervieed work experience training (co-op 
or internship) 

Type of business, Institution, or agency: ' 



Length of tine: 



t 



I.B. Participates in n simulated office program 
Length of program: ' 



LC; Participates in co-currlcular -student organizations 
Name of organizations: - 



Counents: 



Statements of competencies can be graded ati either the secondary or poet-secondary level. 
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INDUSTRY REPRESENTATIVES 



THE FOLLOl) T INDUSTRY REPRESENTATIVES WERE INVOLVED 
IN THE DEVELOPMEN THE TASK LIST FOR THIS OCCUPATIONAL PROGRAM 



Mbi Barbara Voj^lsang 
Albert Lea A.V.T.I. 
Albert Lea» MN 56007 



Mr, Rodney Bergen, Per innel 
Itoorhead High School 
Box 100 

Moorhead, MN 5656O 



/ 



Mr. Vlllien Morgan 
Personnel Director 
Lake Avenue 2nd Street 
Dijluth, MN / 55802 



Mr. Bob Oross 
Personnel Director 
300 Quince Street 
Bralnerd, MN 56I1OI 



Mr. Paul Sanders 
Personnel Director 
166 Vest Broadway 
Vinnona, MN 5598] 



Ma. Lorraine Haaglund' 
Educational Service Center 
8OT N.E, Broadway 
Minneapolis, MN 551*13 • 
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Ms, Maiy Eiden 
2055 East Larpenter 
North St, Paul, MN 55109 
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DEVELOPBIS 



Curriculm titlculatlon Project 



^. to J. B«rg«, Director Mr. Prenk Wlto 

MS, Deew B. Allen, Currical. I_ 

„™V , , ■ 410 nest Street 

St.tt. ae C»mculm tetic«lation ^^^^ 55143 

Project / 
3554 White Bear Avenue 

White Bear Lake, JttI 55110 Ms. Judy Stindall 

916A.V.T.I. 

MO r...i.v.vu . . 1 White Bear Lake, MN 55110 

H8. Connie Kohls,' Curriculum ■ 

Specialist - 
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HUMAN RELATIONS AND PBISONAL DEVELOPMENT 



Sficr3tarial/clerical personnel wcrk with people. For this ' 
rctason additional competencies in the area of Human Relations 
and Personal Development are needed by the student who .wishes 
to become employed. People work together when they, havfe. airj-"-- 
understanding of themselves and their co-workers and when they 
willingly make appropriate adjustments in their own behav- 
ior . 

The STATEMENTS OF COMPETENCY shown in the following section of 
this task list represent the minimal Human Relationship and 
Personal Development skills needed by gradtiates of secretarial/ 
clerical programs. It should be recognized that students will 
continue to learn about themselves and others through daily ex- 
periences they have in their careers. 
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HUMAN RPATIONS AND mSONAl DEVaOPMENT * 

AM OF COMPETENCY; COMICATIOHS 

A» Daonstrates acceptance of people In a friendly bualness-llke manner 

1. Interacts verbally with people in coinunlcatlng a message 

a. enunciates clearly ^ 

b. uses correct gramar and appropriate choice of words 

c. shows/demonstrates tact 

d. responds courteously 

e. uses a pleasant speaking tone, rate and volume 

2. asks, remembers and uses persons' names in communicating with people 

3. interacts non-verbally vlth people in coflnonicating a message 

a. recognizes the meaning of facial expression ' 

b. recognizes the meaning of body language 

c. recognizes the meaning of eye contact 

d. recognizes the meaning of hidden messages 

B. Listens to and responds to the messages received from co-vorkers, supervisors and visitors 

1. takes notes when receiving instructions 

2. periodically looks at the person who is speaking to obtain visual cues 

3. asks for clarification when the message is not understood 

4. concentrates on one thing at a tine as directions are given 

C. Gives directions and responds to other people 

: 1. makes use of an understanding of human behavior 

2. displays an ability to be assertive without being offensive 

3. deals effectively with angry or defensive c'o-vorkers/customers 

4. recognizes the uniqueness of and differences in Individuals 

AREA OF COMPETENCY; SELF-DEVELQPMEHT 

A. Demonstrates a disposition foi continued personal growth and understanding of self 



I thinks positively about himself /herself and his/her future 

2. does not shov off to bolster his/her self-confidence 

3. waits for what he/she wants 

4. makes up his/her mind decisively 

5. admits his/her shortcomings 

6» recognizes and builds on his/her strengths without bicoiing vain 

7. seeks out new ways to develop his/her talents 

8. has a realistice self-image based upon the way that others see him/her 
9; has a positive attitude about self and others 

, B. Displays personal development for. social living 

1. handles personal finances . 

2. ' chooses life style and housing options 

a. displays an ability to live and work with others harmoniously ' . . < 

3. chooses safe and reliable transportation, 

4. identifies personal biases, preludices, and stereotypes 

C. Shows emotional maturity 

1. tolerates frustrations 

2. thinks for himself /herself 

3. is calm and exerts extra effort to keep on an even level 

4. tackles unpleasant tasks without self-pity 

5. takes responsibility for his/her own actions 

6. understands his/her role in group dynamics 

7. takes orders without becoming obstinate •' . ^ 

■ 8^ ,1s motivated by a long-range plan, not by whims or desires of each passing week 

5." "doeanot nurse grudges or try to get even 

D. Maintains professional maturity ' ' , ' 

1. has clearly defined career goals ' ' . 

a, views his/her job professionally, rather th'an as only a means of obtaining a pay check 
• b. sees job satisfaction as part of good mental health • ' 

•c. sets realistic goals based on his/her abilities 

AREA OF COMPETENCY! PERSONAL APPEARANCE ' "101 
- A. .^laintains good physical fitness behavior patterns 

I . ■ g ' 

1. " g6ts sufficient sleep 

2, . shows good nutrition 



3. giti proper exercise 

4. has annual dental and nedlcal check-ups 

5. has good posture 

B.. Shows good visual poise 



C. 




' 1. demonstrates an appropriate nethod of standing, walking, sitting, bendlnx and llftini 

Selects and wears proper office attire 

1. is groomed attractively and tastefully 
A/ wears clean, wrinkle free garments 

b. 



c. 



d. 

e. 

f.. 



wears flattering colors and garment styles for his/her figure 
chooses accessories that are appropriate for work 

(1) fads 

(2) fashions 

coordlna^ea^lors of garments and accessories worn together 
plapa^ardrobe for a limited budget 
1ms shoes that are quiet > polished, fastened and in good repair 
shops for clothing that is well constructed so that it will last 



Has good personal hygiene habits 

L bathes his/her body regularly . 

2. uses antlpersplrant 

3. has clean hair, skin, recth, nails, and breatli 

4. wears clean clothes that have been laundered properly 

5. removes hair properly and regularly from selected areas of the body 

6. applies cosmetics in a skillful way to enhance features 

7. subtly applies body fragrances 

AREA OF COMPETENCY; OFFICE ATTITUDE 

A. Relates to male and female co-workers of all ages, skills, backgrounds, and positions 
1. contributes to a team effort 

a. requests and/or gives assistance to other people' 

b. handles constructlve/non-constructlve critlclSB and profits from It ' 

c. declines invitations gracefully 

d. responds cheerfully and gives praise when" appropriate 

e. is supportive and encouraging to co-work^iri 
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2. iBiunes individual Job responilbiUty 

3. dwls effective).;' "ith frict/.cn anil tmim within ths office 

a. co-workerfl Vho don't assume full share of workload 

b. moodiness of co-workers/supervisors 

c. favoritlsi among staff 

d. personal problems which interfere' with work 

. e. offensive language or behavior of co-workeri, supervisor or cuitoners 

f. improper hygiene of co-worVers which is offensive to others 

g. angry customers 

h. chronic complainers 

1. short-tempered co-workers, supenlsor or self . 
Supports company and employer by exhibiting professionalism 

1, shows loyalty to company 

2, follows the company's policies 

3, maintains confidentiality of company/institutional Information 
'4. anticipates needs of supervisor 

5. demonstrates cost control 

a. conserve/supplies 

b. use time efficiently s> • 

c. develop and improve personal work methods and procedures 

6. displays good housekeeping habits 

' \ ' _ . 

a. cleans and maintains work area 

b. cleans and organizes employer's work area as instructed 

c. makes coffee and keeps coffee area neat and clean ^ 

7. shows professional commitment to his/her employer 

a. shows flexibility and willingness to try new approaches 

b. is versatile and willing to adopt his/her behavior to new situations 

c. willingly works overtime to meet scheduled deadlines 

d. asserts his/her feeling, needs, and competence in conunicating with his/her employer 
about salary, benefits, and company policy 



Shows that he/she is dependable in the office situation 



,3, plans and schedules work 8881^ 

f 4. takes reasonable coffee breaks and lunch breaks 

' , 5. has' a good attendance record with sick leave and personal days taken when necessary 

^ ; 6. pays attention to detail so that high quality work is lalntalned consistently 

, 7. follows through to conplctlon work that has been started 

' - Di Shows initiative in gaining professional advancements 

1. seeks job/self enhani'a;T!en^ experiences 

, 9 a. updates his/her skills and knowledge through fonaal education, In-bouse training, and 

informal comuoicatipn . . 
b. participates in professional organisations 

'2. selects or rejects job promotions based on opportunity, personal goals, and drcusis nces 

'■ ' ' . ' , , ' ' 

° : . ' examines alternatives and engages in career planning ^ • 

(I) long term 
• (2) short term ■ 

AREA OF COMPETENCY! .SOCIAL AND BUSINESS' ETIQUETTE . 

A. Displays proper sbcial eiiqukte 

1. etiquette for social functions (e«g> introductions, table manners, common courtesy) 

■ B._ 'Displays proper business etiquette 

1. converses with co-workers and quests in a socially acceptable manner, within the tine 
constraint of the office situation 

a. office business (non-confidential) 

f, b. personal business • , , ; 

. C' social events V / , ' . ' 

i d. topics of general ii^erest 

, 2. uses the Informal communications network (grapevine) within the office in a positive way 

3. refrains from contibutlng to ofllce gossip , 

W mC ' ^ : - HR/PD..E0P55^' 



4. addresses superior properly (e.g.Hr.» Dr., Ms., etc.) 



^» formal 

^* non-formal ^ » 

AREA OF COMPETENCY; JOB SEEKING SKILLS 

t 

k. Identifies Job opportunities for which he/she la qualified 

!• checks school bulletin board * 

2. reads newspaper ads 

3. contacts employment agencies 

^* state 
^* private 

4. uses personal contacts 

B. Prepares for job interview 

1. writes and types a resume 

2. composes and types a Jetter of application 
r 3. contacts a prospective employer 

4, arrives on time ^ ' 

5. conveys^ an optimistic outlook and willingness to learn 

C. Participates in a job interview 

!• dresses and grooms himself /herself appropriately 
. 2. obtains job information from perspective employer 

^» job requirements 
^» benefits 
^» environment. 

^* salary . . 

e» opportunity for advancement 

company's purpose and function 

D. Follows -up on the job interview 108y 

sends an acknowledgment letter 
2. . makes a phone call 



I HUM REiiioiis m msm mmm 
_ occTOAiioiui mm: I mmm omcj piRsoiiim' Jim i SturfciiL 



r 5 ™57 f'"^ f ""^ ie^nstrated that to or she ca» 

do. A graduate la one who has deioastrated coipetent perfowmce of all the tasks dealLtJ f y 

traditional report eard. Student petformnce .can he rated at the secondary and/or post .econdarVlevel. 



RATING SCALE: 




5 


- Performs task(s) with ability that consistently 


I - Is unable to perform tA8k(s). ; 




exceed (s) program minimum standards set for Job 






entry level; very competent. 


T - Demonstrated ability to perform task(s) at or 


■ 4' 


- Performs taskis) at job '';ntry level; competent. 


above job entry level by taking a challejige 


test. 


3 


•> Performs taskis) with periodic assistance. 


PWPM - Actual production words per minute (PWPM) 






obtained by student. 


2 


- Performs task (s) with constant assistance. 





SCHOOL(S) ATTENDED! 



.TES ATTENDED INSTRUCTOR'S NAME(S) 
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AREA OF COMPETENCY: COMMUNICATIONS 
















A* Demonstrates acceptance of people In a friendly-business-like 
manner 










■ 






B. ' Listens to and responds to the me^^ages received from co- 
workers, supervisors and visitors 


• 












• • 


C. ' GivEis directions and responds to other people 
















Comments: 

1 

\ 

i ' i 


AREA OF COMPETENCY: SELF-DEVELOPMENT 
















A. Demonstrates a disposition for continued personal growth and 
. understanding of self • ' ' 


. 3 














B. Displays personal developient for social living 


1 














C, Shows emotional maturity ■/ ;,. 


1 ^ 














.D, Maintains^ professional maturity 






\ 










... - ' . 1 'i ■ , 

Comments: * . 

''ii ' , ♦ ■ • 

111 ' 


AREA OF COMPETENCY.: PERSONAL APPEARANCE " 
















'A. Maintains' good physical fitness behavior patterns 
















B. Shows good visual poise 
















C. ' Selects and' wears proper of flee attire 
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O^^^iood personal byKiene habits 
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Coments: 


AREA OF COMPETENCY! OFFICE ATTITUDE 
















'k. Relates to male and female co-workers of all ages, skills, 
backgrounds, and posltlods 


i 














B, Supports company and empl.oyer by exhibiting professionalism 








f 






• 


C. Shovs that he/she is dependable in the office situation 
















D. Shows initiative in gaining professional advancements 


I 




1 










Coments: 




AREA OF COMPETENCY? SOCIAL AND BUSINESS ETIQUETTE . ■ 








V 


■' r 






A. Displays proper social etiquette . 
















B. Displays proper business etiquette 
















Conmpnts: ' ■ ^ 

.' *^ * 




.AREA OF COMPETENCY; JOB SEEKING SKILLS 


I' ■ 














;A. Identifies job opportunities for which he/she is qualified 
















B. Preparea for "job interview 












t 




■ C. Participates In' a job interview . , ' 










\ 







MINIMUM 
PROGRAM 



.SECONDARY 

I 

RATING YR, INSIR, 




D« Follows 41P on the lob Intenlew 



Coments: 



Statenents of coinpetencies can be graded at either the secondary or post-secondary level. 
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Hennepin Technical Center North 
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Ms, Maiy Ruprecht 
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Minnetonka, MN 5531^3 
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South Washington Co. Schools 
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Ms. Katheiyn Sinonson 
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300 Quince Street 
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Ms. Marlene Faulcovltz 
916 A.V.T.I. 
3300 Century Avenue . 
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Mr, Frank Starke 
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Alexandria, HN 56308 



Mr. Dennis lyngen 
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Mr. Dave Teske 
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